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15> January 195>2 


MEMORANDUM FOR: 
FROM : 
SUBJECT : 


Director of Training 
Chief, Plans and Policy Staff 
Survey of Non O/TR Training 


1» Following is a summary of non O/TR training now being con- 
ducted by the various Offices of CIA: 

A. Office of Research and Reports 

(1) Indoctrination Lectures 


25X1 



This course is designed to apprise new employees of 
the inter-relationships between 0/RR and other CIA com- 
ponents; and to familiarize analysts and administrative 
personnel with the facilities available for and procedures 
involved in the conduct of their research. The course 
is of approximately 10 hours duration and is given 
currently on the average of once per month. Approximately 
20 students attend each session, A total of 11 instructors 
are involved — 3 from 0/RR, 1 from 0/S0, 5 from 0/CD, and 
2 from 0/0 

(2) Industrial Motion Picture Training 

The objective of this training is to indoctrinate 
analysts of D/I in the physical aspects of the Division 
mission. This involves showing industrial movies to 
cover industrial projects which the responsibility of the 
Division, This is a continuous training project. The 
average showing time per week is l| hours, 

B* Office of Scientific Intelligence 

No formal training courses are being conducted by the 
Office of Scientific Intelligence, 

Emphasis has been on on-the-job training of all new per- 
sonnel. This training is supervised by the immediate super- 
visor. 


A projected internal 0/SI orientation course is under 
preparation for newcomers with at least three weeks on-the-job 
experience. The course will stress CIA organization, missions 
and functions from an 0/SI working perspective; 0/SI organiza- 
tion, missions, functions and personnel; certain basic O/SI 
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operating procedures; liaison with other Agency components; 
liaison with scientific intelligence increments outside the 
Agency; scientific intelligence requirements; evaluations; and 
information services. The projected course will probably 
take three successive half-days and will be given to groups 
of eight newcomers. The frequency of the course will depend 
upon the number of incoming personnel. 

C. Office of Operations 

itfithin 0/0 there are no non O/TR training activities being 
conducted on an Office-wide basis. However, there are several 
training activities being carried on at the division level. 

00/FDD 

(1) Introductory Russian Language Course 

This course is designed to equip clerical personnel 
for minimum demands of Russian in their normal clerical 
work and to give refresher instructions in grammar to 
personnel who have had some Russian previously. The 
course is of approximately three months duration. Classes 
are conducted on Monday, Wednesday and Friday from 0830 
to 0930. A repeat course is not scheduled at present. 

(2) Other than the course in Russian, there are no 
organized training classes in FDD at the present time. 
However, the following apprenticeship and orientation 
training is given to FDD employees. 

(a) Area Training 

A general introduction to the current situation 
within a country (area) is given to each new em- 
ployee by an informal conference with area personnel 
and by special intelligence and information reports 
on the various aspects of the country furnished for 
orientation reading. 

(b) Intelligence Methods and Techniques 

• Periodic seminars are given on a Division or 
Branch basis by Division or Branch Chiefs on the 
organization of intelligence agencies, their functions, 
changes, etc. 
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D. Communications 


The Communications Training Branch offers courses in 
communications activities for personnel from the Offices of 
Communications and Operations. In general terms, these courses 

t0 Tt} 1 * 7 the individ « a l to perform the communi- 
cations duties of his assignment. Courses are conducted in 

staff and clandestine radio operating and theory, teletype 
and power equipment maintenance, teletype procedures, covert 
surveillance, and staff and clandestine cryptographic systems 
and procedures. 


(l) Staff Radio Training Course 

This course is designed to qualify personnel as 
radio operator technicians capable of performing mainten- 
ance upon appropriate equipment and of utilizing correctly 
the proper transmission procedures in connection with 
their assignments. Students receive instruction in the 
sending and receiving of international Morse code. Radio 
theory, maintenance of Agency equipment. Agency signal 
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plans, and Agency procedures. On-the-air operation is 
included in the course. The course is twelve weeks in 
length and is of a continuing nature with classes 
entering on a bi-weekly basis. Thirteen instructors are 
used. Present student enrollment is 80 . Facilities 
permit a maximum of 220 students in the course at any 
one time. 

(2) Teletype and Power Equipment Training Course 

The object of the course is to qualify personnel 
as maintenance experts on the teletype and power equip- 
ment utilized by this Agency. Students receive training 
in the electrical and mechnaical components of the 
teletype and power equipment utilized. The course is 
8 weeks in length with the teletype maintenance sub- 
course 6 weeks in duration and the power equipment sub- 
course 2 weeks in length. Course is on a continuing 
basis with classes entering bi-weekly. Two instructors 
are used in the course* Present capacity is 12' students 
per course. 

(3) Staff Cryptographic Course 

This course consists of two subcourses — a staff 
cryptographic training course and a staff cryptographic 
briefing course. Students in both subeourses receive 
training in physical, cryptographic, and transmission 
security} special systems} special procedures} and 
special cover plans. The training course consists of 
120 hows for 0/S0 and 0/PC personnel} the course for 
0/0 personnel is 160 hours. The additional lj.0 hours 
are devoted to explanation of, and practice on, clan- 
destine systems. 

The course is of a continuing nature with classes 
accepted weekly or bi-weekly depending on the avail- 
ability of instructors. Four instructors used at present 
with a maximum of 10 planned. Twelve students are 
assigned to one instructor. 

(U) Teletype Procedures Course 

Course is designed to qualify personnel in the opera- 
tion of teletype facilities, the transmission of messages 
via these facilities and the use of certain cipher devices 
used in conjunction with teletype equipment. Students 
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receive instruction in teletype vocabulary, equipment, 
Baudot code, teletype procedures, operating procedures 
and cipher systems. 

The course is 3 weeks duration with new classes 
starting every third week. Two instructors are used 
to teach a maximum of 16 students. 

(£>) Clandestine Radio Course 

This course is divided into two subcourses — a 
training and a briefing course. The training course 
qualifies students in the operation and maintenance of 
specific equipment for their assignment. The briefing 
course is designed to familiarize the student with the 
clandestine radio equipment used in his assigned area* 

The course covers the same field of study as does the 
Staff Radio Course. Courses are based tailored to the 
needs of the individual and the time required is de- 
pendent upon the student's ability to learn, his past 
ejqjerience, and his projected assignment. For security 
reasons, normally, student's training is on an individual 
basis. 

(6) Clandestine Cryptographic Course 

This course consists of two subcourses — a briefing 
and a training course. 

^ The training course is designed to qualify students 
to perform clandestine cryptographic duties. The 
briefing course is designed to acquaint the student with 
types of ciphers used in clandestine communications* 

This course covers the same area of stucfy as does staff 
course with emphasis on clandestine systems and procedures. 
There is no definite length to the course. The length 
is dependent upon the student's ability, past experience, 
and proposed assignment. Students, normally, are trained 
on an individual basis. 
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(3) (Proposed) Training Course on the Treatment of 

Linguistic Problems In Far East Intelligence Reports 

Course will be designed to serve as a guide for the 
standardization of procedures for dealing with Chinese 
personal and place names in FDZ reports, both in the 
field and at headquarters. Course will consist of 3 
one-hour lectures, 

(ii) (Proposed) Training in the Structure of Chinese 
Characters 


Course will be designed to give sufficient training 
in the structure of Chinese characters to enable them 
to use the Chinese cable code book, 

Q. Office of Current Intelligence 

(1) Area Training 

0/CI policy provides that intelligence officers will 
visit their geographic areas for familiarization or 
refresher training. Six such trips are authorized for 
the remainder of the fiscal year 1952. Duration of 
trip is from one to two months. 

Attendance at conferences by intelligence officers 
responsible for certain areas is provided both for 
training and reporting. 

Two 0/CI intelligence officers have attended 6 
weeks seminars held on their areas at universities in 
this country, 

(2) (Proposed) Source Evaluation and Exploitation 

Course will be designed to deal with specialized 
research and reporting techniques utilized in 0/CI. 

(3) Negotiations are in progress for the establishment 
of exchange programs with the State Department's Foreign 
Service, and with 0/S0, whereby 0/CI analysts can gain 
additional knowledge of their areas and actual experience 
in collection to assist them in their evaluation of 
sources. 
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Deputy Director for Administration 
Inspection and Security 

(!) Special Training and Indoctrination Course 

This course is designed to give a brief indoctrina- 
tion in the functions and responsibilities of CIA and of 
I&S, and basic training in the techniques of investiga- 
tion as they apply to work performed by BcS investigators. 
The duration of the course is three weeks. It is given 
at five week intervals. About 30 persons from J&S and 
3 from other offices are used as lecturers. The average 
class includes 17 students. 

Medical Office 

(1) Medical Technician Training Course 

This course is designed primarily for technicians 
who are going into the field. It inc ludes a four-week 

training period at and covers anatomy, 

physiology, and other related subjects. The number of 
students in the class varies. The present number is 
four. There is one training technician and one medical 
officer serving as instructors. 

General Counsel 

(l) This office gives one-hour lectures approximately 
every two weeks to 0/PC and 0/S0 Administrative Offices 
and Section Chiefs covering function and organization 
of legal staff and types of legal problems likely to be 
encountered in the field. 

Comptroller 

(1) Finance representatives act as instructors for the 
"finance” portion of the one week administrative course 
conducted by covert training. 

Each employee proceeding overseas is given individual 
briefing on matters pertaining to pay, allowances, travel 
and related matters. 

Occasional instruction and briefing lectures are 
given by Finance employees to special groups at the 
request of operations offices. 
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(5) Records Management 

One week of project experience as an 

and n" th ® ^ency's Records Management 

and vital Documents Programs is given. The 

objectives of the Programs and the processes 
involved are examined. 


( 6 ) 


Organizati ons an d Met hods Survey s 


o The trainee, working under the close 
supervision of a senior 0 and M examiner, 
will be assigned projects of gradually 
increasing responsibility until he has 
absorbed the practices, principle, and 
techniques relating to 0 and M surveys. 

This covers approximately k months duration. 
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Conclusions 


Many Training programs and activities are conducted by the various 
Offices of CIA beyond the control or guidance of the O/TR. Several of 
these programs are of a formalixed type with set schedules for lectures 
and laboratory work* Most of the Office’s carry on some degree of on- 
the-job training. The degree of intensity of on-the-job training varies 
from close supervision in some instances to a casual observation of the 
trainee’s work in others. It is recognised from the variety of training 
offered by the various Offices that there is a need for and value derived 
from training programs designed for the personnel of a specific Office or 
Division. 

The majority of the training courses are of value and interest only 
to the personnel of a particular Office. However, it is probable that 
some of the training courses designed and presented by one Office may be 
of value and interest to one or more additional Offices. 

Recommendations 


It is recommended that* 

1. A system be set-up whereby the O/TR is kept advised of all nor- 
O/TR training courses in progress throughout the Agency. Information 
required should include the name and objectives of the course, the dura- 
tion, the scope, the number of instructors, the number of students taking 
the course currently, and the maximum number of students that could be 
handled for a particular course. 

2. A list of non-O/TR training courses available in CIA be compiled. 
This list could be periodically sent to all Agency Offices for their 
information. 

3. O/TR investigate the need to conduct or supervise foreign lan- 
guage courses designed to assist special clerical personnel in the 
performance of their duties. The Foreign Documents Division specifically 
has a need for clerical personnel who have a basic training in certain 
foreign languages, OCD may also have a need for such training of their 
clerical personnel* 
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